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Splash Screen 
 

 
 
 
To navigate to the Find Seeker Screen, click on the  Find Seeker Button. 
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Find Seeker Screen 
 

 
 
This is the first screen you will go to when you are looking for a participant in the 
system.  You can search on: 

• SSN 
• Last Name/First Name  
• Or any combination 

 
If the seeker is not in the system, nothing will be returned when you search 
and the message “Query Returned no Rows!” will be displayed at the bottom left 
of the screen.   
 
Click on the Seeker Entry button to add your participant.   
 
 
If your participant is already in the system, they will be listed in the area 
below the Search Criteria.  All you have to do is double click on the participant 
that you are wanting and the system will take you to the Seeker Info screen.   
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Seeker Entry Screen 
 

 
  
 
To enter a “seeker” you need to complete this screen.  The fields that have a little 
blue diamond in front of them are required fields.   
 
If the participant is not going to give you their SSN, you can use the Pseudo 
button and the system will assign a pseudo SSN to them.  Should not be used 
unless absolutely necessary.   
 
Save when you are done!   
 
You must also complete the VETERAN TAB and two fields on the EDUC/CERT 
TAB.   
 
HINT: 
If you are not sure of the format you need to enter the data, i.e. date of birth, 
when your cursor is in the field, look at the bottom left of your screen and it will 
tell you the format you need to use.   
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Seeker Entry Screen 
Veteran Tab 
 

 
 
Enter Veteran Status from dropdown and other applicable information for Veteran 
seekers.   
 
Save when you are done!    
 
Navigate to the Educ/Cert tab.   
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Seeker Entry Screen 
Educ/Cert. Tab 
 

 
 
You need to complete the following fields:  

• Education Status 
• Years of School 

 
Save when you are done.   
 
After you have entered your seeker, click on the Seeker button  to get you to 
the Seeker Screen.   
 

 
This button will add the participant to the Queue which is something the Job 
Service Employment Service use.  Not necessary for non-job service WIA users.   
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Seeker Screen 
Seeker Info Tab 
 

 
 
Most tabs on this screen are for Employment Service use although if you have 
time, completing the information on these tabs can only help your participant if 
they are ready for a job search.  This information can be searched by employers.   
 
If your participant is not ready for job search, be sure to UNCHECK the “Share 
Resume” box.  The “Searchable” box MUST REMAIN CHECKED if the seeker 
has an active UI claim!   Review the other checkboxes in this section and 
CHECK the boxes that are appropriate.   
 
If the seeker is already in the system, you may get a message that says they 
have an active Unemployment Insurance Claim; do you want to Activate them? 
(or something like that) You can say NO.  This means do you want to activate 
them in Employment Service.   
 
 
In the Services Provided section, you will be able to see any services that have 
been provided for the seeker.  If they have been served by Employment Service 
and weren’t able to find a job, you do not have to duplicate the Core services.  
They will be visible here.   
 
 Save when you are done.   


